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- OGC HAS REVIEWED.

St s )
! "RESTRCITED "
CENTRAL INTELLIGENCE AGENCY
Washington, D. C.
STATINTL I%gMIl\IIS'I.‘RA'.[‘IVE INS'I'RUC'I‘ION e P : it Janudry"lgs 1
SUBJECT: " - * Incentive Awards Program
REbCISSIONS' ”Admi'niétrative»inst‘ruction iated 27 July 1949.
STATINTL Administrative Instruction Rated 1l June 1948.
] ‘Administrative Instructlon dated 31 December
1948, : .
) Administrative Instruction , dated 1 November

1950.

1. In compliance with effective laws and regulations, CIA will
grant to its employees cash awards or increases in basic rates of
compensation for meritorious suggestlons or superior accomplishments
as set forth' herein .

2. Under the program, 1ncent:.ve will be provided by

.

‘a. Cash e.we.rds for meritorious suggestions. o

b. Cash awards or increases in rates of baesic
- compensation for superior accomplishments ‘contributing
to outs’candmg efficiency and economy in adminlstration. -

. c. Additlmal step increases as & rewa.rd for
.superior accomplishment. :

'v 3. Efficiency Awa.rds Coxmn:.ttee.

" a.' The Eff:.c:.ency Awards Commttee sha.ll include the
following. . L

(1) Assmta.nt Deputy Wemuor (,,xdmmlstretlon)
Chalrms.n . .

e : L ' RV : R
“(2) Personnel Director - Member - -
N (3) Comptroller - Member
SR () IAdv:.sor for' Management - Member i

(5) _Represen‘catlve of Offlce Concerned - Member

(6) Personnel Rela‘bions Offlcer - Non-voting
Member and Recerder ,-;*' : . R .
‘RES‘I'RICTED S TN
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b. Tunctions oi‘ the Committee.i .

(1) The Commmttee shall be responsible for
carrying out the program &nd will be governed by
‘the provismns of app.Llcable laws and regula.tlons.

‘ (2) The Committee shall determine which type
- of award is best suited to give proper recognition .
and make appropriate recommendations to the Dlrector

or his des;gnee.

~ The Committee w:.ll meet at the call -of the Chairman.

'd'. Stimulating Participation. .

“(1) In order thet the program may serve as.an
incentive to CIA employees, the Personnel Director
shall give it full internal publieity end shall -

~use CIA publicatlons to publicize -awards made to
OIA employees. The Personnel Director will make
an annual report to the Bureau of the Budget on
the status of the program.

b, Bligibility for Averds.

8. All civilian emplovees of CIA are ellglble for
awards under the program : :

5. Conditions Governing AWards.f'i

a. Cash awards or salsry:increases awarded to.employees

. under the progra.m shall be in addition to; regutar: compensatlon.

R Acceptancc of cash awards.'’for meritoricus suggestlons
shall be a full release to the Government from any and all .= -
cleinms by the employee,.his heirs, executors, ad.lnlms*brators, =
or assigns for the use of such suggestion.

" ¢. Not more, than one award shall be made to an
: employee for any one suggestion unless the actual
first year savings are sufficiently greater: than the

- estimate of savings on whlch the- original award was s

ba.sed.

d. No two employees ma.y be given cash awa.rds or
sulary increases for -the same :merovement except in a
shared or group a.ward. :

6; Ca.sh Awards for Merltorlous Suggestlons. ‘

. 1 o=2=
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, . Cash awards may be authorized for meritorious
suggestions outside the normal requirement- of the
duties of the positien of -the suggester. The total
of such awards shall not exceed $25,000.00 during

one fiscal year. R

b Awards for Savings

If such an award is based on estimated savings
,resulting from adoption of the suggestion, the amount
of the award shall be based on the estimated savings in
the first year of operation in accordance with the
following table , unless the Director shall determine

; . © that a different amom_lt is Justified: ‘ &~

| .ANNUAL SAVINGS CASH -AWARDS

_ $1- - $1,000 $10 for each $200 of savings with a

f minimun of $10 for any adopted

i . : suggestion ‘ : ;
 $1,000 - $10,000 $50 for the first $1,000 of savings, ‘ C

and $25 for each additional $1,000 d

S .. of savings ) i

$10,000 - $100,000 $275 for the first $10,000 of y

o  savings and $50 for each additional ,

R o $10,000 of savings ‘ e ‘

_ , $100,000- or more = $725 for' the first $100,000 of

' » s ~ savings, and $100 for each . ‘ : S

T - additional $100,000 of savings

. provided that the maximum sward :

for any one suggestion shall not :
exceed $1,000. : :

¢. Avards for Improvements Not Necessarily Resulting
in Bavings. : : . :

Cash swards may be authorized for adopted

. suggestions which result in incressed efficiency,
conservation ofr property, Amproved working conditions,
better service.or other types of improvements whether
or not-an: identifiable monetary saving to CIA results.
The amount 6f the award shall be commensurate with
the benefits anticipated from ‘the suggestion and . will
"be determined by the Committee.

" d: . Honor. Avards

© 0 Certification, medals or o-bher emblems.may be |
awarded by the Director in addition to monetary awards,

-3~ . L N
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. : and ‘also ip honorary recognition of service which the:
o Cornmitt,eev recommends. as exceptional, but not meriting
!v K ! & cagh award, e S o
| .
!
{

el "Submission of““Sﬁgge‘stions

A suggestion méy be submitted difectly ’to the
g‘ Personnel Director by the suggester or through supervisory s j
i chamels. It should be in duplicate, and should ineclude: . i

| ' (1) Neme of employee. S | ‘ N
e : : : (2) Title ang grade. .
| : "« (3) Divieion, Branch and Office, .

| s (4) Detailed description of the suggestion, with
; o statement of the actual saving of money which will s
¥

or the basis for opinion that other exceptional benefit
to CIA will result from adoption. '

£. Action on Suggestions ' - ) S ]

| . : . (1) The Personnel Difector will remove the
- 'identification of the suggester and submit 2ach
sugrestion to ‘the appropriate offices for review.

procedures will be submitted to the Advisor for
Managenent: for review.- : :

, i . ’ ‘ (2)  Suggestions concerning orgenizational . . .- .
li '(3) The ‘Person_nel Director will Prepare the o i
| necessary papers for submission to the Committee. .

" (a) " If the Committee determines that a
suggestion has merit, the Chairman will recom=
mend to the Director that s =ash award or a
‘Certificate of Award or both be presented. ,

, (b) If the Committee determines that-a .
' suggestion is not acceptable; the Personnel -
" Director will notify the suggester of the
- .reason his suggestion was not adopted..

. (4) Whenever the Director ‘believes that a suggestion
would henefit the Federal Covernmont generally, he may
. report it to the Director of +h Burezey. of the Budget
- for dissemination +o all Depaitrents 2nd Agencies. .
" However, no a'c'_tdi"biOna_l,Cas'h' award may be- authorized

“for the suggester: .

- _‘h_.'_.
' RESTRICTED
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(5) The bersonnel. Dircctor will nlace a record of
each suggestion submitted and Tinal action taken in ‘the
personnel file of the enployaa, ; co R

‘ Te Cosh Awards or Incresses in. Rates of Ensic Compensation fop
duperior Accomplishmenty Contributing to Outstanding Ffficiency and
JEconomy in Administration, R

ae Cash Awards for ?{!fficiency

-Cash' awords may- be authorized. for Savings
made in the conduct of an. employee !'s own operstions
whether such savings are tha result of o suggestion
or vther personal accomplishment, Such an award shall -
not exceed 25 per cent of the estinated savings in the
first year of operation, nor an' amouit equal to three
bimes the step increase of an employeels grade,

be  Increase in Rates of Basic Cowipensation i’or'lEfficiency

A calary increase of one, two' or threc

6teps may be authorized for . suggestion or suparior
accomplishment in the conduct of an employee!s own
operations which results in sueh gubstantial savings
to CIA that limitations on the smount of cash avards
would result in inadequate reward.. “The annual. rate .
of such a salary increase shall not oxcaed 25 per ;
cent of the estimated savings for the fi,.r_st'yea.r, nor
three salary cteps in the individualfs- grada,

Ce .Bhared . or Group-Awards

¥here contribution to the improvement of

efficiency has been made by mors than one enployze),

all employees contributing, including supervisors s

mey share awards —- cach sharisg in proportion to his o

contribution, The total amount  avarded ‘way hot exceed

the amount abthorized for the type of award, ‘No two. 7
2 given”cash. nvnrds: orsalary increhscs

employoes. maj )
for the same improvement ‘except ina “shared or proup
award, .. : R S STEE e i

i Y

de Submission of Recommendations

. (1) vhere recommendations are bagsed. upon a " -
meritorious suggestion follow procedutes under-6e,

(2) Vhere in the review of operations of their
respective offices office heads ‘discoverf supervisors -
and employees whose superior accomplishmentis contribute

4o outstanding efficiency and . R :

| P@ST}?IC TED ‘
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under this section. Such recomsendations will be
forwarded to the Personnel Director through normal
P ‘ ! channels, - Bach such recommendation must be specific
and well documented to permit proper evaluation by
the Committee. ‘

|
' 0 ‘ eC)nnny in administration they w111 recommend awards
i
l
1
i

(&) 'The reccmmendation imist include:’

le Afull end complete description
of what methods, prucedures, organizaetional
: ‘changes, etc., have been adopted contributing
o, to improvements resulting in outstanding
- efficiency and economy in adwinistration of
the particuler ffice or unit.
2. Identification of the out-
stand'ng office or unlt.

i : 3. Identificati:n:by nare of the
) s sunervisors and emmloyees whose personal
efforts have caused *he office to be oute
/ stundlng.

b Supporting documentation of’
the contribution made by each super .
“visor and employee where group or ’ '
shared awards are recommended.

© 8., Additional Step-Increases s & Reward for Superior Accomplish-
ment.

a. Awards

' (1) A salary increase of one step may be grented
an employee for: (a) sustained work performance of
8 hlgh degree of efficiency; (b) the initiation and
development of & suggestion, over and above the
normal requlrements of his position, which increases
efficiency, or (c, speciel service of an outstanding
nature, whether or not the performance, - suggestion.
or speciel service results in substantial economies.

. , LT i
(?). No employee shull be eligible for more than
one such additional step-increase within the time

.»perlod between normal step-lncreases (i e. 57

 RESTRICTID -
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calendar weeks of service if position is in a grade
‘in vhich step-increases are less than $200 and 78
calendar weeks of service in g grade -in which step-
increases are $200 or more).

b. Basis for Awards

(1) In order to serve as the basis for an award |
‘ -of an additional step-increase, the accomplishment |
! : of an employee must meet one of the following tests: ’

(a) Sustained work performance for a
period of at least three months of such nature
that it not only meets the requirements for the
highest attainable efficiency rating but merits
1 ‘ , distinction emong those who.are given such -
| rating or ameng these vhose current work

; . perfornance is sufficiently outstanding to
l Justify such rating; or . e

(b) Initiation of an idea, method, or i
device, which has been developed and adopted ‘ i
because it is expected to improve the public }
service or provide for more economical operation

'in the public interest; or

(c) A special act or service in the
public ihterect, related to official emnploy=
ment, over and above normal position require=~
ments, of an unusval or distinctive character,
where its recognition as a basis fur an
additional advancement wevld serve as.a
definite incentive to others. - '

c. -Submissinn of Recommendations

(1) Recommendations to the Committee under this
section will be made by 21l jgency. supcrvisors
vho in the sowese of their periodic reviews of the
| operation of their respective offices and sub-units | ‘ :
discever employees whose performance nerits such ‘
recognition. . :

(2) Recommendations will be Forwsrded +o the
.. Personnel Director through normal channels. Each
" | such recommendation must be specific and well
* documented to permit proper evaluation by the
Coammittee. E

(3) The vecommendations must include: - Lo

' RESTRICTED
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, (a) A statement that the employee has had,

: : ‘ for a period of at least six months Jmmediately
. : preceding the" date of the recnmmendatlon, an
efficiency rating of "outstanding" or that he . =
merits such a rating at the time the recom-
mendation is made.

(b) A description of how the employee
would have to perform his duties in ofder to
! meet the -standards of performance normally
§ i : - expected in the position. N
i

(c) & description of 'how the employee
- actually performed his duties in order to be
rated "outstanding".  This should include facts
concerning the quantity and quality of the
employee's work, the manner of performance ,
personal traits, and other evidence of -
superior accomplishment. This part of the -
recommendation should be in specific terms
with examples. to show how he met the standards
e B, of an "oututandlng employee.

(d) A description of how the employee 5
performance mertis destinction among other
employees rated “outstanding" or who are worthy
of such rating; and how such performance was an

incentive to other employees.
(W Examples of the types of acts or service which
might Jjustify such an award are:

(a)- Distinguished achievement in
improving the worale of employees.

(b) Outgtandlng contrlbu ion to management
or operations,

T (e) Monetary saﬁing to the Govermment.

- (d). Act, service, or valor over and above
the call of" duty.

v " (e) Performance vhich has involved the
o i overcomzng of unusual difficulties.

(3) Eyamplec whlch by themsclves are not accaptable

,'f01 recommendation Tor superior accompllshment revards
“aret

eyt

- {a) . Long hours volunta#ilyfworked.m
L «8-
. RESTRICTED
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(v) Loyalty to the service.
(c) =Efficiency rating of "satisfactory".

Performing duties of a higher grade,
which situation could have been corrected by
reallocation. :

(e} Long and faithful service.

R

———

MURRAY McCONNEL
Deputy Director
- (Administration)

TED .
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'

Deputy Director (Administra:blo) b7

i i "t "3 1xFoRMATION 1 sionaTURE
I [ 'h:?r‘:?):“ U DIRECT REPLY [ RETURK
C_JcommenT [\ pRepARATION OF nzmg :ie:rcu
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! witles - 039
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SECRET
‘(SENDER WILL CIRCLE CLASSIFICATION TOP AND BOTTOM)
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OFFICIAL ROUTING SLIP

INITIALS

~ ComptrolTer—- ~-

' Y

77

(NITIALS
Personnel Director K

[Iaperovar [ Jinrormation [ Isienature
[ Iaction [Ioirect sepry [ rerurs

T Jeoment [ Jeeearation of reriy [ Joispatcn

1 [_Jconcurrence [_Trecommenoation Cene

i

! REMARKS: Under the decisions of the Comptroller Geno

leral,

i the Director is required to approve personnally
ieach cash award, It is sufficient for the purpose of
;:bhe law if the Director signs the certificate of award

given the employee, which may be desirable from a
morale standpoint. It is not necessary that the
Director personally sign vouchers

STATINTL

and g?lxéfocments
620301t CE R. HOUSTON
:ECRETI ESTRIC@ UNCLASSIFIED
1o, &L
M NO. “_ﬂ s
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s T CENTRAL INTELLIGENCE AGENCY
: Washington, -D. C.
ADMINISTRATIVE INSTRUCTIO o S 17 Jontsry ‘1951
 STATINTL NO, :

SUBJEC'I‘-- --\ ‘ Incentlve Avards Program

STATINTL B ; B :
! RESCISSIONS' Admlmstretlve Instruction Hated 27 July 1949,

! Administrative Instruction Hated 14 June 1948,
‘Admnll*istrative Instruc'bion. , dated 31 December
1948 : .
i " Administrative Instructlon. . dated 1 November
i - 1950.

1. In compllance with effectlve laws and regulations , CIA will
grant to its employees cash awards or increases. in basic rates of
compensation for meritorious suggest:.ons or superior accomplishments
as set forth "herein. ‘

2. Under the program, :mcentlve will be provided by
a. Cash e.wa.rds for merltor:.ous suggestlons.

b. Cash a.werde or increases in rates oi‘ ba.s:.c
compensation for superior accomplishments contributing
to outstanding efficiency-and economy in-edministration.‘_'

“C. Additional step 1ncrea.ses as & rewa.rd for
"'superior eccompllshment. : ol

”""‘”}:'3 Efficiency Awa.rds Comm1ttee.

‘a. The Efflciency Awards Comm:.ttee shall :anlude the S
following. . B

(1) Ass 1etant mepmty mmxe;r.tor ( ;,lch:_nl.; bI‘uthl':) =
Chalrma.n - :

:;‘(2) ‘Personnel Di_rector - Menber

(3) Comptroller - Member

(k) : Adviser Tor- Management . Member

(5) Representﬂtive of Office Concerned - Member

i
1
}
|
i

) (6) Personnel Relatlons Offlcer - Non-vo‘bing
Member and Recorder ‘
P LT . v_-l..,
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b. Functions of the Committee.

(1) The Committee shall be responsible for
carrying out the program and will be governed by
.. the provisions of applicable laws and regulations.

(2) The Conmittee shall determine which type
of award is best sulted to give proper recognition
and make appropriate recommendstions te the Dlrector

or his de51gnee.

c. The Gommittee will meet at the call of the Chairmen.

d. Stimulating Particlpation.

, (1) 'In order thet the program may serve as an
incentive to CIA employees, the Personnel Director
shall glve 1t full internal publicity end shall
use CIA publications to publicize awards made 4o .
CIA employees. The Personnel Director will make -
an annual report to the Bureau of the Budget on

the status of the program.

L, Ellglblllty for Awards.

a. All civilien employees of CIA are ellgible for
awards under the program.

5 Conditipns Governing Awards. .

a. Cash awards~or‘salary increaéqs,awafdedvto employees
under the program shall be in addition to regular compensation.

b. Acceptance of cash awards for ‘meritorious.suggestions
shall be a full release to the Government from any and all
claims by. the employee, -his heirs, executors, administrators,

‘or assigns for the use of such ‘suggestion.

c. Not more than one: award shall be made to an

employee for any one suggestlon unless the actual
‘first year savings are sufficiently greater than ‘the
‘estimate of savings.on which the origlnal award was

based.

d. No two employees may be given cash awards or
salary increases for the same 1mprovement except in a
shared or group award. - . :

'6. Cash Awards for Merltorlous Suggestlons.

. D :
- RESTRICTED
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a. General

Cash awards may be authorized for meritorious
sugeestions outslde the normal requirements of the
duties of the position of the suggester. The total
of such awards shall not exceed $25,000.00 during

.one fiscal year.

e S R AL L3

b, Awards for Savings

If such an award is based on estimated savings
resulting from adoption of the suggestion, the amount
of the award shall be based on the estimated savings in
the first year of operation in accordance with the
following table, unless the Director shall determlne
that a different amount is justified:

e A e T

ANNUAL SAVINGS  CASH AWARDS ;

$1 - $1,000 $10 for each $200 of savings with a . 1
‘minimun of $10 for any adopted ‘ ]
suggestion’

$1,000 - $10,000 $50 Tor the first $1, 000 of savings,
’ ‘ : and $25 for each additional $1,000
. o of savings
' $10,000 - $100,000 = $275 for the first $10,000 of
: savings and $50 for each addlt:.onal
, ‘ $10,000. of savings
$100,000- or more $725 for the first $100,000 of ;
o e savings, and $100 for each o
additional $100,000 of savings
provided that the maximum award
for any one suggestion shall not
exceed $1,000.

- ¢. 'Awards for Improvements Not Necessarily Resulting
in Sa.v:mgs. .

o . Cash avards may be authorized for adopted
‘suggestions which result in increased efficiency,
conservation of property, improved working conditions,

-~ better service or other types of improvements whether
or not: an identifiable monetary saving to CIA results.
The amount of the award shall be commensurate with
the benefits anticipated from the suggestion and will

~be determined by the Conmittee. :

’ Nd’. Honor Awards

: « Certlficatlon, medals or other emblems ‘may be
awarded by the Director in addition to monetary a.wards,

: Sifaga
- RESTRICTED
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and also in honorary recognition of service which the
Committee recommends as e\:ceptlonal y but not meriting
a cash award.

e. Submission of Suggestlons

A suggestion may Be submitted dlrectly to the
Personnel Director by the suggester or through supervisory
chamnels. It should be J'_.n duplicate, and should include:

: " (1) Name of employee.
(2) Title and grade.

. ‘ (3) Division, Branch and Office.
(4) Detailed description of the suggestion, with
a statement of the actusl saving of money which will
result or has resulted in the first year of its operation,
or the basis for opinion thet other exceptlonal benefit
to CIA will result from adopt;on.

f. vAc;ti‘on‘ on Suggesti'ons S L L ! ) : ‘ ;

(1) The Personnel Director will remove the
identification of the suggester and submit each.
. suggestion to the appropriate offices for review.

(2) Suggestions cdncerning organizational
procedures will be submitted to the Advisor for -
Management for review.

(3) The Perscnnel Director will prepare the
necesgary papers for submission to the Committee.

(a) If the Committee determines thet a
O ‘ - suggestloo has morit, the Chairmun will recom-: -
mend tu the Dirsctor thet a cash avard or.a
Certificate of Award or bhot h e prosented.

(b) - If the Committee datermines that a
suggestion is not:'acceptable, the Personnel
" Director will notify the suggester of the
reason hig sugr-*es tion was not. adopted.

(h) Whenever the Director believes that a" suggestion
would benefit the Federal Government ganerally, he may
‘report it e the Direstor of the Buresu of the Budget
for dizseminsa:*

“ion to all Depariments and Agencies.
However, no additional ‘cash award may be “authorized
for Lhc suggester. . :

' RESTRICTED ‘ L
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(5) The personnel Director will place a raecord of
each suggestion submitbed and final actlon talwn 1n tho
'per onnel file oi Lhﬂ enuloyee,

, Te C¢sh Awards or lncn.(zses in Rates of Basic (,ompem tion for
Supcrio Accomplishments Contribu Lmrr to Outstanding Bfficiency and
Zconomy in Admnls‘omt:.om

2. Cash Awards for Efficiency : : ‘ ‘ 2

oo : Cash awards may be authorized for savings
nmade in the conduct of on wmployeels’ ovm operations
whether such savings are Lha result of a sugpestion
~or obher ppraonul accomplishment. Such an award shall
notrexceed 25 per cent of the g,i‘lma‘r,c-zd savings in the
first year of operation, nor an amount equal to three
'Lll'.“) the step increase of an employee's grade,

b, Increase in Rates of Basic Cempensation for Efficiency

£ salary increase of one, two or threc

steps.may ve authorized for a nug'nvtlcn or superior
‘accomplishment in the conduct of an employeels: own
operations which results in such substantial s avings
to CIA that limitations on the amount of cash awards

would result in inadequate reward.  The annual. rate i
of such a salary increase shall not excsed 25 per .

ent of tHe estimated savings for the first year, nor =~ i
three salary steps m ‘the 1n01v" dualts grmdc‘

C. - Shared or Gr’ou’p A'ui.rax:ds .

\"'hefo contribution Jr,o the improvement of -
efficicncy has been made by more than one omplovf*e,
all employeces contributing, :anludnng supervisors, B ;
may .share awards =-- cach gharing in prOpor'in on to hn.u R
conbribu"oion. The total:e nount averded may not e*:cced '

“the amount authorized for the-type of awards Mo o -
employees: may. he L;nron cash . arards or salary 1ncr0u_'
for:the some mprovemo;ro vz vcp'L in a sh~rod or group
'1"rard e : R

d‘.“ oubmwolon of Recormonda tlona SR

(1} Where. recommbndations g.m based upon-a’: R
‘ mern.torlouu sué,rebtlon follow procndur“s undc.r 60.

(2)- n"her'e in 'bhe ‘remew of opera L:.ons of ‘Lh“lr
N R . ‘ - respective offices office heads discover supervisors

‘ b md employees whose supérior accomplishments contribute
to outstanding efficiency and: . ‘

S Approved For Release 2006/11/06 - CIA-RDP81-00728R000100010037-2
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econony in administration they. wil'l.recommend awards
under this section, Such recomuendations will be
forwarded to the Personnel Director through normal
channels, Fach such reconimendation must be specific
and well documented to permii proper evaluation by
the Committee, :

(8) The reccmrendation must include:

le. A fu'l and complete description
of what methods, procedures, - organizational
. changes, etc,, have been adopted céntributing
~to irnprove'nent‘s resulting in outstanding
efficlency and economy in adwinistration of
the particular -ffice or unit, . '

2. Identification of the out.
~stand"ng office or untit.

, 3. Identificati:n by nave -f the

P : : " suvervisors snd emoloyees whose personal
‘ : ‘ ‘ efforts have caused the office to be oute-

standing, : ‘

b Supporting documentution of
. v the contribution made by each super.
s ' visor and employee where group or
shared awards are recommended;

© 8, Addt’c-ional Step-Increases as s Reward for Superior Accomplish-
ment, e . : : '

[
| ‘ .
f o ‘ a. Awards

| : ' (1) A salary increase of one step may be grented
| ' an employee fors: ( a)’ susteined work performence of
l’ SRR : & high degree of efficiency; (b) the initigtion and
development of g suggestion, over and above the
. normal requirements of hig position, which increases
- efficlency; or (c) special service of an outstanding
S nature, whether or not the performance, suggestion, .
L or- speciel service results in substantigl economies.

(7). T employee shall be eligible for more than
one such additional step-increase within the time ) R
- Period between normal step-increases (i;e. 50 e B

: .6_-“. i " B . :
RESTRICTED

v Ear Release 2006/ 1/06 ¢ CIARDPE1:00798R000100010087:2: -

rde o

H



b

Approved For Release 2006/11/06 7T

e -~

i RESTRICTED )

calendar weeks of’ service if position is in a grade
in which step-increases are less than $200 and 78
calendar weeks of service in a grade in whlch step-
increases are $200 or more)

b. ‘Bagis for. Awa.rds

(1) 1In order to serve as the basis for an award
of en additional step-increase, the accomplishment
of an employee must meet one of the following tests:

(=), ‘Sustalned work peri‘ormance for a -
pericd of at least three months of such nature
that it not only meets the requirements for the
highest attalneble efficiency rating but merits
‘distinction among thosé who are given such
rating or -ameng those whose current work -
performance is sufficiently outstandlng to
Justify such rating; or = -

(v) Initiation of an idea, method, or
device, which has been developed and adopted
because it is expected to improve the public

 service or provide for more economical operatlon
in the public interest; or -

(c) A special act or service in the
public interest, related to official employ-
ment, over and above normal .position require-
*nen‘bs, of an unusual or distinctive character 5
vhere its recognition as & basis for an
additional advancement would serve as &

~ definite incentive to others,

c.. Submission of Recommendations

(1) Recommendations to the Committee under this
section will be made by all Agency. supervigors
who in the course of their periodic reviews of the.
operation of their respecuve offices and sub~units
discover employees whose performance nerits’ such
recogm.tlon. :

(2) Recomnendatlons will Te forwarded to the
‘Pcrsonnel Director through norme.l cha.nnels. Each
' .such recommendation must be specific and well
. documerited to permit proper evaluat:.on by the
Committee. .

. (3) " The recommendations must include:

| w

Approved For Release 2006/11/06 : CIA-RDP81-00728R600160040037:2"
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o (a) . A statement that the employee has had,
for a period of at least six months immediately

;. preceding the date of the recommendation, an
efficiency rating of‘"outstanding”,or‘that he
merits such a rating et the ti.te the recom=
mendation is made.

(b) A description of how the employee
would have to perform his duties in order to
- -meet the standards of performance normally
expected in the position. ,

. ~ (e). A description of how the employee

- actually performed his duties in order to be.
rated "outstanding".  This should include facts .
concerning the quantity and quality of the ‘
employee's work, the mapher of performance,
personal traits, and other evidence of ‘ : :
superior accomplishment. This part of the ‘ j
recommendation should be in spécific terms ' ;
with examples to show how he met the standards : ,

) oT\an‘"duﬁsténdihg"'émployeef‘3“'” B S Tt ey

H k g A IS S N
e .

N ‘ .~ (d) A description of how the employee's
‘performance mertis destinction among other
employees rated "outstanding" or who are worthy ; Cd
of such rating; and how such performance was an . i
incentive to other employees: o R N

(4) Examples of the types of acts or service which
might justify such an award are:

, (a) Distinguished achievement in
" improving the morale of employees.

(b) Outstanaing contribﬁfion to management’
Y| . . . . or operations. C :

BN

. _\W.'h(c)”,Monétary saving to the Government.

. (d) Act, service, or valor over and above

the call of duty.

. (e) Performance which has involved the

. Overcoming of unusual difficulties. L

'(5) Examples'whi¢h by themselves are not scceptable
for recommendation for superior accomplishment rewards

are: _
I DS N T -(a) Long Bours voluntarily worked.
: , | -8-_ »
RESTRICTED
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(v) Loyalty to the service.
(c¢): Efficiency rating of "satisfactory".

(d4) Performing duties of a higher grade,
which situation could have been corrected by
reallocation. :

(e) Long and faithful service.

FOR: THE DIRECTOR OF CENTRAL INTELLIGENCE:

STATINTL

URRAY MzCONNEL \
Deputy Directox-
(Administration)

DISTRIBUTION: No. 3
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Oﬂ’ice Memomndum

FROM 4

13 B
S

General Counsel DATB: 28 December 1950

RO AR AR,

Personnel Director
SUBJBCT Proposed revision of Admim.strative Instructl I:l

l. Reference is made to the attached drM'Z:nin-

istrative Instruction| Subjectt Incentive Awards Program,
which has been referred to this office for comment prior to its.
submission to the Deputy Director for Administration for appro-
val. Although the substance of the proposed instruction had the
previous concurrence of the Personnel Division, it is desired
that your office make a determination as to whether authority to
approve recommendations for awards may be delegated to the Per-
sonnel Director or must be exercissd personally by the Director

of Central Intelligence,
2¢ It is also noted that references to efficiency ratings
on pages 8 and 9 of the draft should be changed to appropriate

performance rating adjectives as required under the Performance
Rating Act of 1950. Appropriate pencil notations have been -

made by this office.

'3, Original routing by the Advisor for Management provided

for review by the Comptroller prior to that of your offices In

view: of the question raised in paragraph 1 above, however, it 1s

believed that your office should take prior actione

UNITED STATES GOVERNMENT
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(a) A statement that the employee has had,
for a period of at least six months immediately
preceding the date of the recomsendation, an
~efficlency rating of, 'queshiemt".or that he
merits such a rating &t the ting the recom-

. mendation is made. ,

. (b) A description of how the employee

. ‘ vould have to perform his duties im order to f"

[ £ : - meet the standards of performance normally g
‘ ‘ expected in the position. :

,' . ; ‘ (¢) A @escription of how the employee
' : ‘ actually performed his duties in order to be
;,, rated "exs®33ent"'. This should include facts
g ~-—cOnCerning the quantity and quality of the
/T employee's work, the manner of performance,
personal traits, and other evidence of
superior accomplishment. Thig part of the
recomsendation should be in specific terms
with examples to show how he met the
standards of an onm " employee.
‘ Fanvhvons”
() A description of how the employee's
performance merite distinction among other

employees rated ;,mor vho are vorthy
of such rating; a such performance was
an incentive to other employees.

N ot
! M%ufjfmww«-im t

v

(4) Examples of the types of acts or service which
might Justify such an nnrd_are:‘

i
S (a) Distinguished achievement in
f improving the morale of employees.

(b) Outstandinmg comtribution to
menagesent or operations. ~

(c) Mometary saving to the Govemnt,

j ‘ : () Act, service, or valor over and sbove

3 the call of duty. ‘ .
B . \ , _;
; ‘ (e) Performance which has involved the , : :
N ‘ : overcoming of unusual difficulties. o : . ;

W ~, (5) Eamples which by themselves are mot scceptable
TN » for recommendation, for superior accimpliskment rewards

AU . are: o . R :
i

LoD Lo (s) Lomg hours voluntarily worked.

eBe : ‘
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(v) Loyalty to the urvicc.

Cafnct
(c) Efticioncy r-ting of Mt.

( d) ‘Perforning dutiu of s highor mda,
‘which situmtion could have bun corrected by
reallocation. ‘ .

(e) Long and faithful sorvice.
FOR THE BIRFCTOR OF CENTRAL INI‘ELLIGENCE‘

MURRAY McCORNEL
Deputy Birector for Adminiutntion

DISTRIBUTION: No. 3




